Provider Imaging

Note: In order to add images, an assignment to the provider is not needed. However, additional security
is needed for the Imaging Search page.

Note: Please see the Background Check Imaging Quick Reference Guide on how to add background
checks to provider members.

If you have an assignment to the provider:

Provider /%,
1. From your desktop, click on the Provider Work icon . This will open the Create Provider
Work page.

On the Create Provider Work page, select the appropriate Category from the Imaging drop-down,
select the Provider, and click Create. This will open the Imaging page.

{= Create Provider Work

- o
cWiSACWIS
Create Provider ltems Providers
g Administrative | v| Provider, Foster (8221481) 7
Provider, Home (9221520) B
Check | vl Provider, Marquetts (3221530}
Provider, New (5221482)
D Imaging | Provider V| Provider, Superuser (3221521)
~ Smith, Michelle (9221483)
License | "l Statewide RCC (5221477)

. Training, Milwaukee (9221528)

B uaintenance | Trent, John (9221524)

Marrative | vl Trial Reunification (9221511}

Unlicenzed, NonRelative (5221484}

EB Payment | V| Waughara, Momnmy (9221485)
|
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Done 7 Trusted sites 45 v Hioow -
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2. On the Imaging page, enter the Date of the Document and select a Type.

/= Imaging - Windows Internet Explorer

cWiSACWIS print (& Spell Check [~/

Provider Details
Provider: Provider, Home (5221520} Vorker: Jenny Weber

Image Details

Date of Document: Iﬂ'ﬂi'ﬂ'ﬂ-l'ﬂ'ﬂ'ﬂ'ﬂ

Category: Provider

Type: | b |

File Mame:
I Browse... |

Comments:

Last Updated By:
o

Done o Trusted sites iy v Wio0w v

3. To attach a previously scanned document, select the Browse button. This will open the Choose File
to Upload pop-up page.
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4. Select the scanned file from the appropriate location/folder. Once the file is selected, click the Open

button.
Choose File toUpload

Lack in: | I Imaging - & E

&) 013C01-25. 4

B images. xls

Er,‘:'.-' imaging.doc

E_jimaging.xls
File: rname: |imaging.|:|-:u: j Open
Filez of type: |.f!-.|| Files [*.7] j Cancel

Note: Files must contain the following extensions in order to be attached: bmp, jpg, jpeg, rtf, doc,
docx, xls, xlsx, tiff, tif, and pdf and cannot exceed 10 MB.
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5. Prior to saving the Imaging page, you can view the document by selecting the View hyperlink next
to the File Name.

(= Imaging - Windows Internet Explorer

c WiSACWIS

Provider Details
Provider: Provider, Home (9221520} Worker: Jenny Weber

Image Details

Date of Document: |1EI'.I'EI'1I2EI-1EI-

Category: Prowider

Type: | Fo=ster Home Study b |

File Name: imaging.doc Wiew

I Browse... |

Comments:

Last Updated By:
I T

Done " Trusted sites 3 v ®ioow -

6. Enter any comments in the Comments field.

7. When all required fields have been completed, click Save. After clicking save, your name will
appear in the Last Updated By field.

8. At this point, you can add a new image for this provider by selecting the Create button. If the image
is incorrect for any reason, click Delete to remove the image.
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If you do not have an assignment to the provider:

1. From the desktop, click Utilities > Imaging Search. This will open the Imaging Search page.

June 2014
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2. On the Imaging Search page, select Provider in the Search by drop-down. This will open the
Provider Search page.

SEE

{= Imaging Search - Windows Internet Explorer

c WiSACWIS

Print (B  SpellCheck ("~  Help (9

Search Criteria
Search by: \ﬂ Mame: Start Date: |12-l"ﬂ?12ﬂ'ﬂ'9 End Date: (120772010
Cat: . Type:
ategory - ¥pe
Person

Search

Hold dowen the "Ctrl' key for mutti-zelection

Results

| cresi= | Close |

o Trusted sites v Hio0w -

Done
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3. On the Provider Search page, enter the Provider Name or Provider ID to conduct your search and
click Search. In the Providers Returned group box, select the radio button next to the correct
provider and click the Continue button.

2 Provider Search -- WWebpage Dialog

e WiSACWIS — Spell Check [ - Help@
Search Criteria
Provider Name: IIJI'WidEI' First Name: IfDSfEF Provider ID: I
Parent Agency ID:I Prowvider Typ-e:l “’l ™ search Providers of Parent Agency
Site # | v comty| %] zPcode]
¥ Date Restricted |~ View Not Approved/Cancelled Search Precision: | e : ,

Low Med High

Record 1to0 1 0f1

Providers Returned
v @ Provider, Foster (9221481)
Open Foster Home 09M7/2007 Worker, State T., Jr. Milwaukese Des: Milwaukee License Status: Clozed
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4. This will bring you back to the Imaging Search page. The page will now display all scanned
documents for the provider. The results will display all documents from the past year, unless the
Start Date and End Date have been changed. To add a previously scanned document, select the
Category and Type of document. Click Create.

{= Imaging Search - Windows Internet Explorer

cWiSACWIS

Search Criteria

Search by: Mame: Provider, Foster (9221481) Provider Search Start Date: |121'ﬂ?-l’2009 End Date: |12-I'DTJ’2EI1D

Category: Type:
Background Check Adoption Placement Agreement ~
Licensging Corregpondence 1
Licensing &ppeal Fire Evacuation Plan
Foster Home Study 2
Other - Provider
Placement Agreement b
Hold down the ‘CtrT key for multi-selection
Results
Category & Type Participant Date File Name
Background Check nja ] Provider, Harry V. 10011872010 478front.jpeq Edit

Dane o Trusted sites v v W00 -
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5. On the Imaging page, enter the Date of Document.

6. If you did not select the Type on the Imaging Search page, select the Type.

e | Imaging -- Webpage Dialog |X|

cWiSACWIS print (@ SpellCheck |~ Help (P

Provider Details
Provider: Provider, Foster (9221481) Worker: Jenny Weber

Image Details

Date of Document: |12.I"D2.r‘2-l}11}

Category: Prowvider

Type: | Fire Evacuation Plan V|

File Name:
I Browse. .. I

Comments:

Last Updated By:

7. To attach a previously scanned document, select the Browse button. This will open the Choose File
to Upload pop-up.
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8. Select the scanned file from the appropriate location/folder. Once the file is selected, click the Open

button.

Choose File to Upload 17X
Look in: | (2} Deskiap - Q@

[ 47afrant. jpeg
] ey ACWIS Phone List.doc
= FYTC pdf

pru:wiu:lers.xls
EShDrtcut ko Program Team

EuaTon s

< | >

File: name: |4?Bfrunt.ipeg j Open I
Files of type: I,-'.‘-.II Files [*.%) j Cancel |

Note: Files must contain the following extensions in order to be attached: bmp, jpg, jpeg, rtf, doc,
docx, xls, xlsx, tiff, tif, and pdf and cannot exceed 10 MB.

9. Prior to saving the Imaging page, you can view the document by selecting the View hyperlink next
to the File Name.

2 Imaging -- Webpage Dialog

cWiSACWIS

Provider Details
Provider. Provider, Foster (9221481} Worker, Jenny VWeber

Image Details

Date of Document: |12.I'EI'2I2EI-1EI-

Category: | Provider V|
Type: | Fire Evacuation Plan V|
File Name: 47&front.jpeg View
| Browse... |
Comments:

Last Updated By:
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10. Enter any applicable Comments.

11. When all required fields have been completed, click Save. After clicking save, your name will
appear in the Last Updated By field.

12. At this point, you can add a new image for this provider by selecting the Create button. If the image
is incorrect for any reason, click Delete to remove the image.

13. By clicking the Create button, this will open the Imaging page with the same Category selected.

2 Imaging -- Webpage Dialog

F oy &
ceWiSACWIS

Provider Details
Provider. Provider, Foster (9221481) Worker. Jenny Weber

Image Details
Date of Document: IEI'EI'.I’EI'EI-.I'EI-EI-I]-EI-
Category: | Licensing v|
Type: | bt |
File Mame:

I Browse... |

Comments:

Last Updated By:

)

14. Enter the Date of Document.

15. If applicable, update the Category.

16. Select the Type.

17. To attach a previously scanned document, click the Browse button.

18. On the Choose File to Upload page, select the scanned file from the appropriate location/folder.
Once the file is selected, click the Open button.
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19. When all required fields have been completed, click Save. After clicking save, your name will
appear in the Last Updated By field.

20. Click Close.

21. You will return to the Imaging Search page. The page will display all scanned images for the
selected Category and Type for the provider. To view the image for a particular result, click on the
blue hyperlink in the File Name column to access the scanned document directly, or click the Edit
hyperlink to access the associated Imaging page .To add additional scanned documents, repeat the
above steps.

= Imaging Search - Windows Internet Explorer

oo &
cWiSACWIS
Search Criteria
Search by: Mame: Provider, Foster (9221481) Provider Search Start Date: |12.I'1 3/2009 End Date: 12132010
Category: Type:
Background Check Fire Evacuation Plan P
Licensing Foster Home Study B
Licensing Appeal Other - Provider
Placement Agreement
Private Insurance Information —
Purchase of Service Contract &
Hold down the ‘Ctrl key for mult-selection
Results
Category & Type Participant Date File Name
Provider Fire Evacuation Plan n/a 1200272010 478front.jpeg Edit
. Private Insurance . .
Provider Information nia 120022010 imaging.doc Edit
Diane = o Trusted sites #5 - oo T
= = - = - - - =

June 2014 12



Documenting an image for a licensing appeal

Note: An imaging record for a licensing appeal can be documented from the Create Provider Work page
and Licensing Appeal Details page. The scenario below details how to document an image for a
licensing appeal using the Create Provider Work page.

Provider /7
1. From your desktop, click on the Provider Work icon L=
Work page.

. This will open the Create Provider

On the Create Provider Work page, select the category ‘Licensing Appeal’ from the Imaging drop-
down, select the Provider, and click Create. This will open the Imaging page.

/= Create Provider Work - Windows Internet Explorer
Fro &l . L e
c I‘{" 18/ 1 C; W/TI S Prirt (@ Spell Che
—Create Provider Kems —Providers
g sdministrative | x| || |Mike, Sita (9221517) =]
Mike Piszza (20181)
Check | x| | | |Mitbarke, 1ssbels (9221210)
Miller, Angie (9221387)
D ImEging |Licensing Appesl j Miller, Barney (9221411)
m milwaukee (9221605)
License | ~| tinshull, Elizabeth (9221 208) =
) il Jello (4 29
Bl vanterance | = | | Ivoms Happy Home (9221108)
Marrative I j Mortgomery, Dan (FO0005)
Mooretest, Jennifer (9221424)
B Payment | | | | |mooretest, Maddis (9221056) hd|
[TI Support Plans I ;I
Done l_l_ l_l_ l_l_ |ﬁ. Local intranet | Protected Mods: OFF |vﬁa - | HI00% v g

June 2014 13



2. On the Imaging page, enter a Date of Document.
3. The Category will default to Licensing Appeal.

4. Make a selection from the Type field.

5. Make a selection from the License field. This list includes all instances denials, revocations, and
non-renewals for the provider.

/2 Imaging - Windows Internet Explorer - |I:I|5|

cWiSACWIS Print (&

—Provider Details
Provider: hald, Jella (9221625) Worker: Caitlin M. Cake

—Image Details

Date of Document: IDUJ’DD."EIDDU Effective To: IDUJ’DD."EIDDU

Category: Licenszing Appeal

Type: I j
License: I ;I

File Marme:
I Browsze... |
Matme: I ;I

Comments: ;I

Last Updated By:

Done I_I_I_ |_|_|_|'?-‘. Local inkranet | Prokected Mode: OFF |vq ~ | Rwo%w ~ 4

6. To attach a previously scanned document, click the Browse button. On the Choose File to Upload
page, select the scanned file from the appropriate location/folder. Once the file is selected, click the
Open button.

7. In the Name drop-down, select the provider member for whom the licensing appeal document is for.
Enter any comments in the Comments field.

8. When all required fields have been completed, click Save. After clicking save, your name will
appear in the Last Updated By field.

9. Click Close. A link to the imaging record created will display under the Licenses icon of the
associated provider.
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